Paying Bills

Displaying Bills

1. Click the User Status Wizard. Scan, paste, or type a user ID in the Enter User ID or Name
field. If you do not have the patron ID to scan, click Find User to display the Identify User

window.
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2. Use the vertical scroll bar to scroll down to the Bills section.
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Paying Bills

Pay a Specific Bill

1. To pay a specific bill from the list, click to highlight the bill and click the Pay Bill button.
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The Payment Amount defaults to the full amount of the bill, but can be changed for partial
payment. Select a payment type and click the Pay Bill button.

2. The specific bill is paid.
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Paying Bills

Partial Payments

1. Partial payments are made when the amount paid is more than one specific bill and less
than the entire amount owed. This is accomplished by a series of specific payments. In the

example below,
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2. The first bill for $5.00 is selected and paid completely.
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Paying Bills

3. The next bill is paid partially by subtracting the previous amount paid from the total payment
and entering the remainder.
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4. The total partial payment amount has been paid.
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Paying Bills

Pay Total Bills

1. This method is to be used only when the user intends to completely clear all bills. Click
the Pay Total Bills button. In the Payment Amount field, the total amount the user owes in
bills displays. This payment amount cannot be edited.
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2. Select a Payment Type and click the Pay Now Button. All bills are paid.
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